RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
C-687

PAGE NO.
: 1 of 1

Howard County

AGENCY Department of Planning and Zoning

DIVISION Community Planning &

Lanc Development

'LE,)“ DESCRIPTION RETENTION
1. | GENERAL ADMINISTRATIVE CORRESPONDENCE

Reports, Memoranda, Newsletters, Letters, and
miscellaneous materials which reflect novrmal office
operations.

PLANNING BOARD FILES

Date: Files date back to 1966

Contents:

Petition; Property Plat; Correspondence; Affidavit by
Petition; Certificationof Notice of Hearing; Certifi-
cation of Posting of Property; Comments from various

County & State Agencies; Exhibits; Resolution and/or

Decision and Order

PRELIMINARY, SKETCH, SITE DEVELOPMENT PLAN,
PETITION,

WATVER
FINAL AND FINAL DEVELOPMENT PLAN FILES

Date: Files date back to 1960
Contents:
Application; Plans; Comments from various County &

State Agencies; Correspondence; Planning Board Approval;

Approved Paper Copy

Screen annually. Destroy
material no longer needed.

Retain original file for 7
years. Thereafter, screen
file to determine items to
be microfilmed. Upon
validation of microfilm,
destroy paper. Retain
microfilm permanently, with
periodic transfer to State
archives.

Retain original file for 7
years. Thereafter, screen
file to determine items to
be microfilmed. Upon
validation of microfilm,
destroy paper. Retain
microfilm permanently, with
periodic transfer to State
archives. e
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TEVCTIQNS - -TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

DEPARTMENT OF GEINMNERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

¢ ¥ REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
: TH RECORDS RETENTION SCHEDULE P.0. BOX 273 race 1 3
550-1) JESSUP, MARYLAND 20794 —_—CF o
1. DEFARTMENT /AGENCY 2. pivision Community Planning |s. war .
Dept. of Rlanning & Zoning and Land Development N/A

- g e > +y

=

4. RECORD SERIES TITLE

REFERENCE AS WELL AS AETENTION AND DISPFOB

DEFINITION -RECORD SERIES-® O"OUP OF RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

1 TION _PURFOAEY

General Correspondence Files

3. EARLIEST YEAR/LATEST YEAR
. 11/8719 Present

4N THE SERIES.

Store Requisitions

Purchase Requisitions

Pink and Green Carbons of Correspondence
Time Records

. .
. n e mm——— . G oo Me o

RECORD SERIES DESCRIPTION l.lll'l.' DEBCRIBE THE TYPES OF INPONATUON[”CM?.I"N' FOUND

INCLUDE THE PURPOSE OR PUNCTION OF THNE SEFIES |

7. RECORD SERIES FORMAT(S)
OXLETTER SIZE O MICROFILM

‘I'L!GAL SI1ZE O COMPUTER TAPE
D pound BOOK D FLOPPY DISK

BXpanERICAL

D AuplO TAPE 0O VIDEO TAPE
D ONER({SPECIFY)

8. NECORD SERIES SEQUENCE ~
O ALPHABETICAL

O CHRONOLOGICAL
D GEOGRAPHICAL
D oNER(SPECIFY)

9. VOLWME

O FILE DRAWER(S)
D MICROF ILM REEL(S)
0 COMPUTER TAFE(S)
D OTHER(SPECIFY)

1
ﬁ"?ﬁﬂ?

10. ANNUAL ACCUMULAT ION
B FILE DRAWER(S)

1 O MICROFILM REEL(S)
RUIGZR D COMPUTER TAPE(S)
O omrR(SPECIFY)
$1. yiLe 13 useD 12. FILE BECOMES INACTIVE AFTER
BOPAILY 0 wEnay O MmonTHLY Jﬁn O MoNTH(S) O YEAR(S)

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON)
George Howard Building, 1st Floor

14. 1S RECORD SERIES DUPL ICATED ELSEWHEREY

t1r vz, srEciry o.ep:ev or orrice)

. urchasi has. requisitigns.
XPvEs © no Bersonne? hae tiea racorde:

13. ACCESS RESTRICTIONS Dwvis X no
{17 vs, civx Law(s) & mrauraviON(S)

16. AUDIT REQU)IREMENTS

DXNONE O STATE D rFEDERAL D INDEPENDENT

37. 1S AN INDEX SYSTEM USED? (sr yes.D>PLAIN
BRIEFLY -AND DESCRIRE ANY MANDRARE/SOFTWAREK )

XvyEs D no

Card file for pink and green carbons
of correspondence.

$18. RECOMMENDED RETENT ION
Screen annually.

Destroy material no longer
needed. ‘

19. NAVME AND TITLE OF PREPAFER
Marsha McLaughlin
File Retention Officer

TELEPHONE NUMEER
(410) 313-2350

2. DATE

March 6, 1992

OGS 330-4 (REVISED 2/87)




T ron Eacw raw on | mecoros Moo s eV ICES | AGENCY RECORDS INVENTORY
AEVISED RECORD BERIES. FORWARD 7178 WATERLOO RQAD -
ITH RECORDS RETENTION SCHEDULE P.0. BOX 273 Pace 2 or 3
580-1) JESSUP, MARYLAND 20794 e
- 1 8. DEFARTMENT[AGENCY 2. pIvision Community Planning |s. wNiy
'Dept.‘o% Planning & Zoning and Land Development N/A

"t A ORO -] (-1 D
’ DEFINITION-RECORD SERIES -® UP ©F RELATED R DB MORMALLY FPILED AND USED AS A UNIT FOR

AEFERENCE AS UELL A® RETENTION AND DISPOSITION PURPOSES

; 4. mECORD SERIES TITLE  © : ) 5. EARLIEST YEAR/LATEST YEAR
. i : PLANNING BOARD FILES 1966 To _Present
.. z 6. RECORD SERIES DESCRIPTION l.lllPLY DEBCRIBE THE TYPLS OF INNM‘PIMIDOCM'I?I/'ON. POLUND

4n THE SERIES. . INCLUDR TME PURPOSE OR FUNCTION OF THE SEFIES)

' Petition
i Property Plat

. Correspondence

Affidavit by Petitioner

Certification of Notice of Hearing
Certification of Posting of Property
Comments from County and State Agencies
Exhibits

Resolution and/or Decision and Order

7. RECORD SERIES FORMAT(S ) 0. RECORD SERIES EGINCE.' 9. VOLWMVE

KXLETTER SI1ZE D MICROFILM O ALPHABETICAL - D FILE DRAWER(S)
D MICROFILM REEL(S)
LEGAL BIZE D COMPUTER TAPE BXsasERICAL 3 O COMPUTER TAPE(S)
WASEY b orER(sPECIFY)
SOUND BOOK D FLOPPY DISX D CHRONOLOG | CAL . (
D A0 TAPE D VIDEO TAFE 8 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OMER|SPECIFY) O OMER(SPECIFY) D FILE DRAVER(S)

1 D MICROFILM REEL(S)
RUMGEK D COMPUTER TAPE(S)

D onrn(serciry)
$1. yiLE 18 USED 12. piLE BECOMES INACTIVE AFTER
8XpaiLy O wnay O MoNTILY Iﬂﬁﬂ' O monNTH(S)  XEPXYEAR(S)
$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON ) 14. IS RECORD SERIES DUPL ICATED ELSEM-ERS?
George Howard Building, 1st Floor é';:;")& :;“'" semNcy on orrice)
13. ACCESS RESTRICTIONS ODvEsS Rino 16. AUDIT REQUIREMENTS, . - - - - g ,

- ‘ t
et

{sr vms, civx Law(s) & mEouLaTION(S) ' IR L .
X nonE O STATE O rFEDERAL D INDEPENDENT

1 -

$7. IS AN "DE.X SYSTEM USED? (1r vs.D)PLAIN o

/ ) 18. RECOMMENDED RETENTION '
BRISPLY AXD DESCRIBE ANY MANOBARL/SOFTWARK] | potain original fille for 7 years. Thereafter,

’ ) screen file to determine items to be micro-
Rves O w0 Iy s Y YR
Card file at front counter filed . filmed. Upon validation.of microfilin; destroy

- . paper. Retain microfilm permanently, with
alphabetically by the Subdivision name. periodic transfer to State archives.

$9. NAME AND TITLE OF PREPARER 20. TELEPHONE MNUMEER 21. DATE

Marsha McLaughlin ]
i - h 6, 1992
File RetentiOn Officer (410) 313-2350 Marc

DGS $30-4 (REVISED 2/87)
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| sy ions--7vre on prinT A
SEPARATE FORM FOR EACH NEV OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
$50-3)

DEPARTMENT OF GENMNERAL EERVICES
RECORDS MANAGEMENT DIVIS ION
7278 WATERLOO ROAD
#.0. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 3 or 3

{ 1. DEFARTMENT/AGENCY

Dept. of Rlanning & Zoning

2. DIVISION Community Planning
and Land Development

3. WIT

DEFINITION -RECORD SERIES.-A SNOUP OF RELATED RICORDS NORMALLY P1L&D
REFERENCE AS NELL AS RETENTION AND DISFOS|TION PURPOSEY

AND USED AS A UNIT FOR

4. nEcoro SERIES TITLE PLAN FILES (Preliminaty, Sketch, Site
B$ve10pment Plan, Waiver Petition, Final and Final Develop.
an

5. EARLIEST YEAR/LATEST YEAR
1966 o 1989

v
!
$
1
i
' 4N THE SERIES.
: Application

Plats

Comments from County and State Agencies
Correspondence

Approved Paper Copy

Planning Director's Decision

Planning Board Approval

6. RECORD SERIES DESCRIPTION ‘.IIIPLY DEBCRIBE THE TYPES 0_" INPOM'I’lONIDOCWT',”ml PFOUND

INCLUDR THE PURPOSE OR PUNCTION OF TNE SEFIES)

7. RECORD SERIES FORMAT(S)
FXLETTER SI12E O MICROFILM
'I'chag SIZE D COMPUTER TAPE
D oD BOOK D FLOPPY DISK
D AUDIO TAPE O VIDEO TAFE
o own:n(séxcnrv)

8. RECORD SERIES SEQUENCE ~
O ALPHAEET)CAL
XBXpavERICAL
D CHRONOLOGICAL,
O GEOGRAPHICAL
D OTHER(SPECIFY)

9. VOLUME
O FILE DRAWER(S)
36 D MICROF LM REEL(S)
0 COMPUTER TAPE(S)
““""f D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
D FILE DRAVER(S)
35 O MICROFILM REEL(S)

RUWGER O COMPUTER TAPE(S)
DONMER(SPECIEY )

1. piLrE 18 usED 12. FiLE BECOMES INACTIVE AFTER [
X8 palLy D wEEKLY O MONTHLY m7:n' O MONTH(S) O YEAR(S) |

$3. CURRENT LOCATION(S) {BLDG.,FLOOR,ROON)

George Howard Building, 1st Floor

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

fl' YES, SPECIFY S.GENCY OR OP'“:E)
0 vyes Rino

13. ACCESS RESTRICTIONS O vEs O)ho
{17 v=s, civx Law(s) & meouLaTiON(S)

16. AUDIT REQUIREMENTS

PINONE O STATE D FEDERAL D INDEPENDENT

17. 1S AN lmz.x SYSTEM USED? (1pr vrs.PrLAIN
BRIEPLY -ARD DESCRIRE ANY mnnnaullommu)
Byves 0 no
Card file at front counter filed
Tphabetically by the Subdivision name.

$8. RECOMMENDED RETENTION N

Retain original file for 7 years. Thereafter,
screen file to determine items to be micro-
filmed. Upon validation of microfilm, destroy
paper. Retain microfilm permanently, with
periodic transfer to State archives.

$9. NAME AND TITLE OF PREPARER
Marsha Mclaughlin
File Retention Officer

TELEPHONE NUMEER
(410) 313-2350

21. DATE
March 6, 1992

DCS 850-4 (REVISED 2/87)




